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Training Objectives 

• Introductions 

• Learn about changes to NASA’s Employee Performance 
Communication System (EPCS) – 2013 and 2014 

• Learn some Best Practices for EPCS 

• Learn how to use the Standard Performance Appraisal 
Communication Environment (SPACE) 
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Performance Management Lifecycle 
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• Fairness 
• Communication 
• Accountability 



CHANGES TO EPCS FOR 2013 AND 2014 

Part  1 
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Changes to EPCS 



Changes to EPCS 

• NASA has been conducting an in-depth review of EPCS with Center 
and Labor (Agency National Unions) participation 

• Initial round of changes implemented spring 2012 included: 
– Performance plans to include element standards (for Level 3) and indicators 

(for Level 5) 

– Second-level review of all ratings 

• Second round of changes being implemented for end of 2012-13 
cycle and beginning of 2013-14 cycle 
– SPACE Labor/Management  MOA signed April 18, 2013 

• Benefits 
– Improved supervisor/employee communications 

– Establishment of more meaningful performance expectations 

– Increased fairness and accountability in the performance appraisal process  
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Changes to EPCS 



Summary of Changes 
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Changes to EPCS 

SPACE Labor/Management  
MOA signed 4/18/13 

Start 2012-13 End 2012-13 2013-14 SPACE 

Mandatory 
Elements 

Supervisory element No change 
Additional element addressing 

performance management  

Establishing 
Elements 

Supervisor writes No change 
Element library or supervisor 

can write elements 

Individual 
Element 
Ratings 

Elements rated on 5 
levels 

No change 
 

 Elements rated on 3 levels 
-  L5:  Substantively Exceeds Expect. 
-  L3:  Meets Expectations 
-  L1:  Fails to meet Expectations 

 
 
Final Ratings 
 
 
 

Example 

Lowest element 
rating drives the 
summary rating 

Calculate average of 3, 4, 
and 5 element ratings: 

- 5.0 = Distinguished 
- 4.0-4.999 = Accomplished 

- 3.0-3.999 = Fully Successful 
- 2 on element = Needs Impr. 

- 1 on element = Unacceptable 

Calculate average of 3 and 5 
element ratings: 

- 5.0 = Distinguished 
- 4.0-4.999 = Accomplished 
- 3.0-3.999 = Fully Successful 
 
- 1 on element = Unacceptable 
Level 2 eliminated from final ratings 

Element ratings = 5, 4, 3  
Final rating = 3 

Element ratings = 5, 4, 3 
Final rating = 4 

Element ratings = 5, 5, 3 
Final rating = 4 



BEST PRACTICES FOR EPCS 

Part 2 
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MODULE 2 



Performance Plan 

• Accurate, fair, and meaningful ratings begin with performance plans 

• Make sure that performance plans: 
– Document employee’s assigned responsibilities and how performance will be 

measured 

– Reflect consistent expectations for employees who perform similar work 

– Are appropriately challenging for the grade level 

– Are developed by the supervisor and employee together 

– Are provided to and discussed with employees 

• Deputy Administrator’s memo of March 27, 2013 
– Expresses concerns about persistently higher ratings for supervisors and higher-

graded employees 

– States expectations for supervisors in addressing the causes  
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Best Practices for EPCS 



Choosing Critical Elements 

• All NASA elements are “Critical” 

• Should reflect the most important work for which the employee is 
responsible during the appraisal cycle 

• Critical: work is of such importance that failure to meet standards = 
Unacceptable rating 

• At least one element must show alignment to organizational 
Center/Agency goals/objectives 

• Current Supervisory Competencies element (leadership, diversity, 
teamwork, etc.)  and new Employee Performance Management 
element are mandatory elements for supervisors 
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Best Practices for EPCS 



What are Performance Standards and 
Indicators? 

• A Performance Standard:  
– Describes the way an employee must perform to meet expectations for the 

element; measureable and focused on results 

– Required at Level 3, Meets Expectations 

 

• A Performance Indicator: 
– Reflects examples of the types of performance that substantively exceed 

standards 

– Required at Level 5, Substantively Exceeds Expectations 
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Best Practices for EPCS 



SMART Performance Standards: 
Communicate what an 
employee must do or achieve to 
meet the performance element. 
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How to Write Performance Standards and Indicators 

Best Practices for EPCS 

Indicators: 
• Examples of performance  
• Not an all-inclusive list, 

checklist, etc. 
• Substantively Exceeds means 

consistently exceeds the 
performance standards to a 
substantial degree 

• Must distinguish achievable 
performance at Level 5 from 
that which meets the Level 3 
standard 
 

Specific 

Measurable 

Aggressive yet Achievable 

Results-Oriented 

Time-Based 



Performance Plan Discussion 

Government regulations and NASA’s EPCS policy require that 
employees have the opportunity to provide input into their 
performance plans 

• Employee involvement facilitates a common understanding of 
expectations between employee and supervisor  

• Schedule performance discussion after employee reviews draft 
plan; adjust performance plan, as appropriate, based on discussion  

• Rating Officials make final decision on plan content 
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Best Practices for EPCS 



Monitor Performance and Communicate 

• Monitoring performance is the responsibility of both supervisor and 
employee 

• On-going communication 
– Make performance communication part of your routine 

– Provide specific feedback – positive and negative- regarding employee 
progress towards meeting expectations 

– Use the performance plan as the basis for communications 

– Ask for feedback on your performance 

• Track employee progress 

• Conduct progress reviews, including midpoint  

• Re-evaluate expectations if employee’s responsibilities change 

• Address performance problems 
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Best Practices for EPCS 



Tracking Progress 

Employees should:  

• Track their progress throughout 
the appraisal cycle 

• Take responsibility for checking in 
with supervisors to ensure they are 
on track 
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Best Practices for EPCS 

Supervisors should:  

• Monitor employee progress: 

• Consider performance in relation 
to established expectations  

• Document your observations and 
provide feedback 

• Maintain copies of relevant work 
products  

• Record/retain input from 
employee, customers, detail 
supervisors, and project leads 

 



Encourage Self-Assessments 

• Employees must be encouraged to provide self-assessments at 
midpoint and end of cycle  
• Cited in the new performance management-related mandatory element for 

supervisors  

 
• Self-assessment encompasses more than accomplishments 

• Did they accomplish what they were required to? More? Less? 
• What should they have accomplished, but did not?  
• Assess their own performance against the standards in their plan and address 

how they believe that they have met, exceeded, or not met them 
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Best Practices for EPCS 



Progress Review and Midterm Review 

• Formal communication between supervisor and employee 

• A progress review can be initiated at anytime throughout the 
performance cycle by either supervisor or employee 

• Additional documentation is required if performance does not meet 
standards 

• Written feedback is encouraged but not required for a progress 
review or midterm review 

• Signatures by Rating Official and employee certify that a progress 
review and/or midterm review was conducted (SPACE) 
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Best Practices for EPCS 



Updating a Performance Plan 

• Update performance plans when: 
– Employee receives significant new work assignments (including 

matrixed assignments) 
– Performance standards/indicators are not accurate 
– Employee begins a work detail expected to last 90 days or more 

• SPACE will prevent changes to plans near the end of the 
appraisal period 

• Changes to plans require completion of employee review and 
signature processes 

• The previous plan will be “versioned” under the Historical 
Plans tab 
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Best Practices for EPCS 



SPACE: EPCS AUTOMATION TOOL 

Part  3 
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MODULE 3 



SPACE Access 

• Access via HR Portal: https://hr.nasa.gov  

• Log in using NDC credentials 

• Inside NASA firewall or VPN for remote access 

• Time out after 20 minutes of no activity 

• Logs out at midnight to update 
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SPACE Automates EPCS 

https://hr.nasa.gov/


SPACE 
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• SPACE automates EPCS 

 

• Developed by Kennedy Space Center 

• 5 Centers have used SPACE for 1 year  

• Benefits of Using SPACE:  
– Streamlines administrative aspects of performance management 

– Facilitates development of strong performance plans 

– Promotes accountability 

SPACE Automates EPCS 



System Roles 
 

• Center Administrator - OHCM 

• HR (Employee Relations) Specialist – Advance appraisal through the process 
without employee signature  

• Administrative Officer – Change employee Rating Official & Reviewing Official; 
run reports  

• Rating Official – Create/modify/sign performance plans; view employee 
accomplishments in system; create notes; conduct final ratings 

• Proxy Official – Add/remove/write/edit elements, standards, and indicators. 
(OHCM Defaults Role to Admin. Officer) 

• Reviewing Official – Review final ratings; signs off on review 

• Manager – Review performance management process in the org; SES 
automatically mapped to this role for their orgs; exploring this role for Assistant Branch 
Heads 

• Employee – Review, provide comments, sign performance plan and reviews; 
note accomplishments; request progress reviews 

21 No contractor access to SPACE 



SPACE Dashboard 
• Here’s the dashboard 

• Notice the tabs that show your roles/views: Supervisor Tab & Your Performance Plan 

• Click the Supervisor Tab 
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SPACE Automates EPCS 

Note: Yellow bar that 
provides lifecycle status 



SPACE Dashboard 
• Verify/Select Organization under SELECT View Section 

• Verify/Select Performance Year 

• Select an employee whose status is Plan Not Started (click on Name) 
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SPACE Automates EPCS 



Title 

• Plan Summary tab, click Select next to Create a New Performance Plan 
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SPACE Automates EPCS 

Duplicate Plan: Features allows supervisor to copy an employee’s 
performance plan and use for multiple employees 

View employee’s PD 



Establish Critical Elements 
• Add a Critical Element using one of the three following methods 
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SPACE Automates EPCS 



Option 1:  Elements from Library 
Click Select in the Job Title section next to Choose Critical Element Based on Job Title 

Click Select for one of the Critical Elements in the list 
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Option 2: Custom Elements 
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SPACE Automates EPCS 

Click Select in the Custom section next to Create your own Critical Element  
Enter your custom element in the text field provided 
Click Save Record 



Option 3: Element Search 
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SPACE Automates EPCS 

Enter a term in the Enter search terms… field 
Click the Search button 
Click the Select 

 



Clarifying Notes & Strategic Alignment 
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SPACE Automates EPCS 

Enter text in the Strategic Alignment and Clarifying Notes (optional) text field 
Click Next Page 

can add notes 



Performance Standards & Indicators 
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Review the model standards 
and indicators and make 
appropriate updates in the 
Level 5 and Level 3 text fields, 
respectively 
 Click Save Record 
 
Note: Supervisors have the option of 
customizing the Standards & 
Indicators for each employee & will 
be able to copy Employee’s Standards 
& Indicators from prior year after 
2013-2014. 



Completion of Performance Plan 
• Make sure that you have a minimum of TWO critical elements and at least one is aligned to a strategic goal 

• Notice 2 supervisory elements are already on plan 

• Can add another element or complete plan 
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Notify Employee via SPACE 
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SPACE Automates EPCS 

Review the completed Plan 
NOTE: All identified elements, performance & standards are listed. Click Expand to View/Collapse.  
Click Notify Employee 



Supervisor Email to Employee 
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SPACE Automates EPCS 



EMPLOYEE EPCS NOTIFICATION 

Subject:  EPCS: DRAFT PERFORMANCE PLAN READY FOR YOUR REVIEW 
  
Dear [Employee Name] (Org Code),  
 
Your Rating Official has created a draft performance plan for you in accordance with the provisions of NASA’s Employee Performance Communications System (EPCS), 
using the automated system Standard Performance Appraisal Communication Environment (SPACE).   
  
Please click on the following link to review your performance plan in SPACE.  You will be asked to review each critical element and the related performance expectations, 
and you will have an opportunity to provide comments.   
  
Beginning in the 2013-14 appraisal cycle, employees’ critical elements under EPCS will be rated at one of three levels: 

 
o Substantively Exceeds Expectations (Level 5) – Performance that consistently exceeds the performance standards to a substantial degree for the element  
o Meets Expectations (Level 3) – Performance that fully and consistently meets the performance standards identified for the element 

o Fails to Meet Expectations (Level 1) – Performance that fails to meet the established performance standards for the element 

 
For each critical element, your plan includes standards, expressing performance at the Meets level (Level 3); and indicators, examples and information reflecting the 
types of work consistent with the Substantively Exceeds level (Level 5). 
  
After you have completed your review, please press the Notify Supervisor button. This will send an email to your Rating Official, who will be responsible for scheduling a 
performance plan discussion with you.   
 
If at any time during the process you have any questions or experience any problems, please contact your Human Resources representative. 
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https://space.ksc.nasa.gov/


Employee View of Plan in SPACE 
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SPACE Automates EPCS 



Employee View of Plan in SPACE 
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SPACE Automates EPCS 

Must review 
each element 
separately to 
save & 
continue 



Employee View of Plan in SPACE 
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SPACE Automates EPCS 



Complete & Certify Plan in SPACE - Employee 
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SPACE Automates EPCS 



Complete & Certify Plan in SPACE - Employee 
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SPACE Automates EPCS 



SUPERVISOR EPCS NOTIFICATION 

40 

Subject:  EPCS: [Employee Name] (Org Code) – Draft Performance Plan Reviewed 
  
[Employee Name] (Org Code) has reviewed the draft performance plan you provided.  Please click on the following link to SPACE 
to review any comments the employee provided, and consider them in finalizing the performance plan.  
  
Performance Plan Discussion and Signature.  Before finalizing the performance plan, you must discuss its contents with 
RONALD.  This discussion should be conducted face-to-face unless it is not feasible to do so (e.g., if the employee is not co-
located).  After the discussion, please sign the final performance plan in SPACE.  The employee will then receive an email asking 
him/her to sign the plan in SPACE. 
  
If your communications with the employee result in changes to the performance plan, please inform the employee before you 
sign the plan.  SPACE does not provide for another round of review/comment; RONALD will only see the final plan upon receiving 
it for signature.  
  
On-Going Communication and Updates to Performance Plan.  You are encouraged to use the performance plan as the basis for 
on-going communications with RONALD throughout the performance appraisal cycle.  You may document a progress review in 
SPACE at any time, on your own initiative or at the employee’s request.  If changes occur in the employee’s assigned duties, 
expectations need to be adjusted, or he/she begins a detail or matrixed assignment, applicable changes should be made to the 
performance plan in SPACE.   
  
Questions or Support.  If you have any questions about performance management for your employees, please contact your 
Human Resources representative.  If you have questions about SPACE, please click the HELP tab in the system for appropriate 
contact information. 
 



Complete & Certify Plan in SPACE - Employee 
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SPACE Automates EPCS 

BEFORE PROCEEDING TO THE NEXT STEP, THE SUPERVISOR & 
EMPLOYEE SHOULD HAVE A FACE-TO-FACE DISCUSSION. 

SCHEDULE MEETING OUTSIDE OF SPACE. 



Complete & Certify Plan in SPACE - Supervisor 
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SPACE Automates EPCS 

Click the Supervisor View tab (if not already selected) 
Select an employee whose status is Set Performance Meeting 
 



Complete & Certify Plan in SPACE - Supervisor 
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SPACE Automates EPCS 

Click Performance Plan Completed 



Complete & Certify Plan in SPACE - Supervisor 
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SPACE Automates EPCS 

NOTE THE ADDED YELLOW FIELD TO SHOW EMPLOYEE PROVIDED COMMENTS ABOUT PERFORMANCE PLAN 
Click Performance Plan Completed 



Complete & Certify Plan in SPACE - Supervisor 
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SPACE Automates EPCS 

Click Supervisor Signature 
Click OK 



Notification for Employee Signature 
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SPACE Automates EPCS 



EMPLOYEE EPCS NOTIFICATION 

Subject: EPCS: PERFORMANCE PLAN IS READY FOR EMPLOYEE SIGNATURE 
  
Dear [Employee Name] (Org Code),  
 
Your Rating Official has signed your performance plan, indicating that the plan has 
been discussed with you and finalized.  To complete the process, please click on 
the following link SPACE and press the Employee Signature button.  
  
You are encouraged to engage in on-going communication with your Rating 
Official about your performance during the appraisal cycle.  To facilitate this, 
SPACE provides a means for you to record notes about your progress, which you 
may allow your Rating Official to see at your discretion.  You may also use SPACE 
to request a progress review.  
 
If at any time during the process you have any questions or experience any 
problems please contact your Human Resources representative. 
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https://space.ksc.nasa.gov/


Employee Signature in SPACE 
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SPACE Automates EPCS 



Employee Signature in SPACE 
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SPACE Automates EPCS 



Updated Supervisor SPACE Dashboard 
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SPACE Automates EPCS 

Click the Supervisor View tab (if not already selected) 
Select an employee whose status is Midpoint Review Not Started 



SPACE AUTOMATES EPCS:                      
PROGRESS REVIEWS  

Part  3.2 
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MODULE 3 



Conduct a General Progress Review 
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SPACE Automates EPCS 

Click the Supervisor View tab (if not already selected), click on employee’s name 

From supervisor dashboard, 
select employee 



Progress Review – (Name Link) 
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SPACE Automates EPCS 

Note:  Midpoint progress review 
button will be disabled until the 
period designed by the LaRC Center 
Admin 



Progress Review – (Name Link) 
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SPACE Automates EPCS 

Element feedback tab opens by default.  Enter 
feedback for each element, as needed 

Enter progress review documentation/text, as 
necessary. Recommended but not required. 



Complete Progress Review – Supervisor 
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SPACE Automates EPCS 

BEFORE PROCEEDING 
TO THE NEXT STEP, THE 

SUPERVISOR & 
EMPLOYEE SHOULD 

HAVE A FACE-TO-FACE 
DISCUSSION. SCHEDULE 
MEETING OUTSIDE OF 

SPACE. 



Progress Review – Employee 
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SPACE Automates EPCS 

Employee receives an email notification that a progress review was conducted and is 
ready for his/her electronic signature 



Progress Review – Employee 
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SPACE Automates EPCS 



Progress Review – Employee 
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SPACE Automates EPCS 



Start Midpoint Review (Status link) - Supervisor 
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SPACE Automates EPCS 

Click the Supervisor View tab (if not already selected), click on Status, “Midpoint Review Not Started” 



Midterm Progress Review – (Status Link) 
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SPACE Automates EPCS 



Midterm Review - Supervisor 
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SPACE Automates EPCS 

System indicates midpoint review is due 

Next steps are same as Progress 
Review steps: 
-document/make notes 
-discuss with employee 
-signature and confirmation process 



Midterm Review 
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SPACE Automates EPCS 

Element feedback tab opens by default.  Enter 
feedback for each element, as needed 

Enter progress review documentation/text, as 
necessary. Recommended but not required. 

Enter text in the Progress Review Narrative Summary section at the bottom of the window 
Click Save, Ready for Progress Review Meeting 



Complete Mid-Term Review – Supervisor 
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SPACE Automates EPCS 

BEFORE PROCEEDING 
TO THE NEXT STEP, THE 

SUPERVISOR & 
EMPLOYEE SHOULD 

HAVE A FACE-TO-FACE 
DISCUSSION. SCHEDULE 
MEETING OUTSIDE OF 

SPACE. 



Midterm Progress Review – Supervisor 
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SPACE Automates EPCS 



Midterm Progress Review – Employee 
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SPACE Automates EPCS 

Employee receives email notification that a midterm review was conducted and is 
ready for his/her electronic signature  



Midterm Progress Review – Employee 
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SPACE Automates EPCS 



Midterm Progress Review – Employee 
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SPACE Automates EPCS 



SPACE AUTOMATES EPCS: CLOSE OUT 
UNDER CONSTRUCTION DUE TO AGENCY’S 
SYSTEM RECONFIGURATION FOR EPCS CHANGES 
INFORMATION WILL BE PROVIDED WHEN AVAILABLE 

Part  3.3 
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MODULE 3 

SPACE Automates EPCS 



SPACE AUTOMATES EPCS: SPACE FEATURES 

Part  3.3 
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MODULE 3 

SPACE Automates EPCS 
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MODULE 3 

SPACE REPORTS FEATURE 

SPACE Automates EPCS 
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MODULE 3 

SPACE REFERENCE GUIDES FEATURE 

Will add a screen shot: 
OHCM website. Need to 
add SPACE link to the 
home page. 

SPACE Automates EPCS 
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MODULE 3 

SPACE HELP FEATURE 

SPACE Automates EPCS 

@757.864.3350 
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MODULE 3 

SPACE ON OHCM WEBSITE 

SPACE Automates EPCS 

http://ohcm.larc.nasa.gov/ 



SPACE AUTOMATES EPCS:  
WHAT’S NEXT? 
 
 

Part  3.4 
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MODULE 3 

SPACE Automates EPCS 

DEADLINE FOR 2013-2014 PERFORMANCE PLANS IN SPACE IS JULY 31, 2013 



SPACE TRAINING TIMELINE  

SUPERVISOR  & AO TRAINING DATES AND TIMES 

Register via SATERN 
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SPACE Automates EPCS 

TRAINING SESSION  STARTING  ENDING  START TIME  END TIME  LEADER  

ADMIN. OFFICER TRAINING 1 5.9.2013 5.9.2013 9:30 AM 11:30 AM ALLISS, SPRUILL, 
YOUNG 

ADMIN. OFFICER TRAINING 2 5.9.2013 5.9.2013 1:00 PM 3:00 PM ALLISS, SPRUILL, 
YOUNG 

ADMIN. OFFICER TRAINING 3 5.13.2013 5.13.2013 9:30 AM 11:30 AM ALLISS, SPRUILL, 
YOUNG 

ADMIN. OFFICER TRAINING 4 5.13.2013 5.13.2013 1:00 PM 3:00 PM ALLISS, SPRUILL, 
YOUNG 

SUPERVISOR TRAINING 1 5.15.2013 5.15.2013 9:30 AM 11:30 AM ALLISS, SPRUILL, 
YOUNG 

SUPERVISOR TRAINING 2 5.16.2013 5.16.2013 1:00 PM 3:00 PM ALLISS, SPRUILL, 
YOUNG 

SUPERVISOR TRAINING 3 5.20.2013 5.20.2013 9:30 AM 11:30 AM ALLISS, SPRUILL, 
YOUNG 

SUPERVISOR TRAINING 4 5.21.2013 5.21.2013 9:30 AM 11:30 AM ALLISS, SPRUILL, 
YOUNG 

SUPERVISOR TRAINING 5 5.22.2013 5.22.2013 1:00 PM 3:00 PM ALLISS, SPRUILL, 
YOUNG 

SUPERVISOR TRAINING 6 5.23.2013 5.23.2013 9:30 AM 11:30 AM ALLISS, SPRUILL, 
YOUNG 

SUPERVISOR TRAINING 7 5.28.2013 5.28.2013 9:30 AM 11:30 AM ALLISS, SPRUILL, 
YOUNG 

SUPERVISOR TRAINING 8 June Date June Date     ALLISS, SPRUILL, 
YOUNG 

SUPERVISOR TRAINING 9 June Date June Date     ALLISS, SPRUILL, 
YOUNG 

All Supervisor and AO Training will be held in BLDG 2101, Room 105A 



SPACE TRAINING TIMELINE 

 
EMPLOYEE TRAINING DATES, TIMES, LOCATIONS 
May 17, 2013  10:00 – 11:00 AM  Pearl Young Theater, Bldg 1202 
May 20, 2013      2:00 – 3:00 PM  Pearl Young Theater, Bldg 1202 
May 29, 2013      1:00 – 2:00 PM  Pearl Young Theater, Bldg 1202 
June , 2013      TBD   TBD 
June , 2013      TBD   TBD 
 

LIVE LAB DATES, TIMES, LOCATIONS 
June 3   1:00 – 4:00 PM BLDG. 1194  Computer Lab/Room 206 
June 10   1:00 – 4:00 PM BLDG. 1194  Computer Lab/Room 206 
June 17   1:00 – 4:00 PM BLDG. 1194  Computer Lab/Room 206 
June 20   1:00 – 4:00 PM BLDG. 1194  Computer Lab/Room 206 
June 25   1:00 – 4:00 PM BLDG. 1194  Computer Lab/Room 206 
June 27   1:00 – 4:00 PM BLDG. 1194  Computer Lab/Room 206 
July 2 and 4   1:00 – 4:00 PM BLDG. 1194  Computer Lab/Room 206 
July 9 and 11 1:00 – 4:00 PM BLDG. 1194  Computer Lab/Room 206 
July 16 and 18 1:00 – 4:00 PM BLDG. 1194  Computer Lab/Room 206 
July 23 and 25 1:00 – 4:00 PM BLDG. 1194  Computer Lab/Room 206 
July 30  1:00 – 4:00 PM BLDG. 1194  Computer Lab/Room 206 
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SPACE Automates EPCS 



SPACE AUTOMATES EPCS:               
ADMINISTRATIVE OFFICER ROLE 

Part  3.5 
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MODULE 3 
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MODULE 3 

UPDATE RATING/REVIEWING OFFICIAL INFO. 
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MODULE 3 

UPDATE RATING/REVIEWING OFFICIAL INFO. 

Note:  have to input 
Rating/Reviewing 
official’s UUPIC 

Please don’t utilize this 
functionality without 
consulting with SPACE 
team 
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MODULE 3 

RETRIEVE REPORTS  

LARC does not have components, 
sub-components. Will not use 
these reports. 
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MODULE 3 

RETRIEVE REPORTS  

Note the 
type of the 
Report 
Identified 

AOs will be able to 
see orgs to which 
they have been 
mapped 

Retrieved data will be displayed and can be 
downloaded into Excel 



SPACE AUTOMATES EPCS:                
BACK-UP SLIDES 

Part  3 
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2012 – 2013 Changes to EPCS 

• Summary ratings will be determined by calculating the average of 3, 
4, and 5 element ratings with the following thresholds: 
– 5.0 = Distinguished (Level 5) summary rating 

– 4.X = Accomplished (Level 4) summary rating 

– 3.X = Fully Successful (Level 3) summary rating 

– If any element is rated 2, the summary rating is Needs Improvement (Level 2) 

– If any element is rated 1, the summary rating is Unacceptable (Level 1) 
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Changes to EPCS 



2013 – 2014 Changes to EPCS 

• Individual performance elements under EPCS will be rated at one of 
only three levels:  
– Substantively Exceeds Expectations (Level 5) 

– Meets Expectations (Level 3) 

– Fails to Meet Expectations (Level 1) 

• Substantively Exceeds Expectations: Performance that consistently 
exceeds the performance standards to a substantial degree for the 
element 

• Needs Improvement (Level 2) is eliminated – performance below 
Level 3 is Fails to Meet and requires corrective action 
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Changes to EPCS 



2013 – 2014 Changes to EPCS (cont.) 

• Summary ratings will be determined by calculating the average of 3 
and 5 element ratings with the following thresholds: 
– 5.0 = Distinguished (Level 5) summary rating 

– 4.X = Accomplished (Level 4) summary rating 

– 3.X = Fully Successful (Level 3) summary rating 

– If any element is rated 1, the summary rating is Unacceptable (Level 1) 
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Changes to EPCS 



2013 – 2014 Changes to EPCS (cont.) 

• Establish a separate mandatory performance element for 
supervisors, addressing their responsibilities for employee 
performance management 

• Standards will require that supervisors:  
– Meet EPCS requirements, including due dates 

– Conduct meaningful face-to-face performance discussions with employees at 
least 3 times each year 
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Changes to EPCS 



Employee 

• Review, provide comments on, and sign Performance Plans 

• Review and sign midpoint and other Progress Reviews, as well as 
Final Ratings 

• Request Progress Reviews 

• Request reconsideration of Final Rating 

• Track Accomplishments throughout the year 

• Summarize Accomplishments in self-assessments for midpoint 
Progress Review and Final Ratings 
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SPACE Automates EPCS 



Rating Official 

• Create/modify/sign/delete Performance Plans* 

• Create a new version of an existing Performance Plan 

• Create/modify/sign/delete Progress Reviews* 

• View employee’s Accomplishments (which employee made 
available to supervisor) and self-assessments 

• Create notes on their employees’ performance  

• Conduct final ratings: rate each Element and write narrative 
summary 

 

*Once a Performance Plan or progress review is signed by both the 
supervisor and employee then it cannot be deleted 

88 

SPACE Automates EPCS 



Proxy Role 

• A Rating Official may designate a “Proxy” to assist with developing / 
entering initial draft performance plans in SPACE 

• The Proxy cannot complete a draft plan and send it to an employee, 
view an employee’s comments, or sign a plan 

• The Proxy role is assigned by employee – the Rating Official must 
identify each employee to whom the Proxy should be assigned 

• Consider the following with respect to using a Proxy: 
– Is the designated employee appropriate for the role (e.g., level and type of 

his/her position, workload, etc.)  

– The participation of a Proxy should not substitute for the Rating Official’s 
direct engagement with employees in performance planning 

• The Proxy role can only be assigned in SPACE by the Center SPACE 
Administrator 
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Module 2: Creating a Performance Plan 



Reviewing Official 

• Same permissions as Rating Official 
– Can sign Performance Plan, Progress Review, Final Ratings, if Rating Official is 

not available 

• Reviews Final Ratings and signs off on having completed their 
review 
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HR Specialist 

• Assigned by the Center Administrator 
– Assigned at the organizational level 

• Same permissions as Rating Official with the addition of the ability 
to advance the performance appraisal process beyond the 
employee’s signature (i.e., “override”) when the employee elects 
not to sign or is unable to sign 
– Purpose of this functionality is to keep SPACE process moving forward, while 

providing the opportunity to assist supervisor and employee with any 
underlying issue  

• Access to the following reports: 
– Performance Plan Status by Life Cycle 

– Reviewing Official List Report (Excel) 

– Report by Rating Number (Excel) 

– Accomplishments (PDF) 
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Manager 

• Assigned by the Center Administrator 
– Assigned at the organizational level 

• Same permissions as Rating Official  

• Access to the following reports: 
– Performance Plan Status by Life Cycle 

– Reviewing Official List Report (Excel) 

– Report by Rating Number (Excel) 

– Accomplishments (PDF) 

• Allows higher-level manager to review performance management 
process in his/her organization 
– SES are automatically established as Managers for their organizations and sub-

organizations 

92 

SPACE Automates EPCS 



93 

Module 2: Creating a Performance Plan 

Supervisor Competencies Element in SPACE 



Additional Handouts 

• March 27, 2013 email from Lori Garver regarding 
EPCS 

• New mandatory supervisory element related to 
performance management 

• Model Standards and Indicators (as housed in SPACE) 
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